SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
Printing Operations Specialist (Continued)

San Bernardino Community College District

Printing Operations Specialist
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job; however, any additional duties will be reasonably related to this class.

Summary Description

Under general supervision, operates and maintains multigraphics printing equipment, and all duplicating and auxiliary equipment at the District reproduction center.
representative Duties

The following duties are typical for this classification.

1. Receives, reviews, and completes job orders; follows up with customers when clarification is necessary; recommends paper, ink, and printing techniques appropriate to printing jobs; plans production schedule to meet deadlines; prepares work area.

2.  Operates production printing equipment including small and large offset presses, platemaker, graphics camera, typesetter, cutter, folder, stitcher, and collator in the reproduction of a variety of materials, including forms, bulletins, charts, graphs, examinations, and reports.

3. Maintains, cleans, adjusts, lubricates, services, performs preventative maintenance, and makes minor repairs to printing equipment; orders parts needed to make minor repairs on reprographic equipment.

4. Makes adjustments necessary to print various projects with black and/or colored inks; performs minor repairs of reproduction equipment, and schedules service calls as needed.

5. Maintains duplicating files and records as required.

6. Researches and advises the supervisor in the selection of equipment and supplies.

7. Handles chemicals in safe manner and follows OSHA guidelines in disposal of hazardous waste materials.

8. Contacts outside service representatives when major service or repair is necessary; contacts outside vendor to perform bindery services, providing detailed instructions and timelines.

9. Assists in monitoring budget by continuous cost control efforts.

10. Maintains appropriate inventory of paper, ink, developers, solvents, and other materials used in printing processes; maintains cleanliness of work area and equipment.

11. Verifies clarity and quality of completed materials; prepares completed jobs for delivery to requesting parties.

12. May assist in directing the work of student workers.
13. Performs related duties as required.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:
Extensive knowledge of the operation and maintenance of a wide variety of offset printing, duplicating, binding, and finishing equipment.

Accepted trade practices, terminology, procedures, and techniques required for special printing effects.

Techniques used in four color printing process.

Characteristics and uses of various inks, paper stocks, and other supplies used in reproduction work.

Safe handling of chemicals and solvents.

OSHA rules and regulations.

Inventory and record keeping procedures.

Ability to:

Operate equipment efficiently, make accurate adjustments, and maintain in proper working condition.

Set up and operate large offset presses, duplicators, bindery equipment, platemaker, and process camera.

Calibrate and adjust equipment to meet requirements for quality production; and clean and perform routine maintenance.

Make minor repairs and adjustments to reprographic equipment.

Adapt to changing technology and learn functionality of new equipment.

Perform hairline registration for multi-color printing.

Determine and select appropriate supplies and materials.

Assemble materials for plates and burn plates.

Mix printing chemicals and other solutions.

Maintain files of plates and negatives, inventories of printing supplies.

Ensure proper storage of chemicals and solutions.

Maintain computerized tracking systems.

Train and direct student workers.

Monitor quality of finished work.

Understand and follow oral and written instructions.

Plan and organize work to meet changing priorities and critical deadlines.

Work independently.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Education and Experience Guidelines - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Education/Training:
Equivalent to the completion of the twelfth grade supplemented by specialized training in printing processes.
Experience:
Three years of increasingly responsible printing operations experience that includes the four color printing process.
physical demands and WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.

Environment: Work is performed primarily in a print shop setting with exposure to noise, dust, fumes and potentially hazardous chemicals.
Physical: Primary functions require sufficient physical ability and mobility to work in a reprographics shop; to stand, walk or sit for prolonged periods of time; to stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to heavy amounts of weight; to operate office and reprographic equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.
Vision: See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; to identify and distinguish color; and to operate assigned equipment.

Hearing: Hear in the normal audio range with or without correction.
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